Doing Business with the U.S. Embassy

Promoting Full and Open Competition



Doing Business with The U.S. Embassy

What's in it for you?

—We are among largest embassies in Bulgaria

—~We buy a lot of goods and services:
BULGARIAN
FY VENDORS RENTS TOTAL
usD uspD usD
2014 %4,978,000.00 $1,713,000.00 $6,6091,000.00
2015 55,140,000.00 51,490,000.00 %6,630,000.00
2016 55,065,000.00 $1,620,000.00 %6,685,000.00
—We are reliable — we pay our bills




Doing Business with The U.S. Embassy

Basic Principles

— Transparency and Fairness

- Making all information available to all interested bidders
- All our purchases >$15K can be found online
- Advertising requirements

— $15K+ - advertised for min 10 days
— $25K+ - advertised for min 2 weeks



Doing Business with The U.S. Embassy

Basic Principles

— Competition — all actions over $3,500 need to be
competed

- At least three bids need to be documented

- It is our responsibility to find the best value for the U.S.
Government



Where to find invitations to bid
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Where to find previous awards
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Doing Business with The U.S. Embassy

Procurement Options:

— Petty cash - $500 or less

- For low-cost items, ad hoc needs, payment at time of
purchase

— Blanket Purchase Agreement

- For low-cost items, recurring needs (ex. cleaning materials,
office supplies, construction materials)

— Purchase Order
- For commercial items

— Formal Contracts

- For larger complex/custom projects (renovation of a space),
for recurring services (hotel services, vehicle rental etc.).



Doing Business with The U.S. Embassy

Other Important Issues

— Our payment terms — net 30 from receipt of invoice



Doing Business with The U.S. Embassy

Other Important Issues
— We like efficiency

- eCommerce — we would like to do more business with you
electronically because it saves us all time

- Purchase Cards — we like to use these as much as possible
with all vendors



Doing Business with The U.S. Embassy

Other Important Issues

- When we agree on a price and present you with a
Purchase Order, we expect to receive the items and
trust that you won'’t sell them to someone else for
cash
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Doing Business with The U.S. Embassy

Other Important Issues

— We are a large buyer and we expect you to give us
the best possible price — if we place a large order, we
expect a volume discount
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Doing Business with The U.S. Embassy

Other Important Issues

— All vendors providing $30K business to the U.S.
Government within one year or in one transaction are
required to register for SAM/DUNS
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Doing Business with The U.S. Embassy

Other Important Issues

— Unauthorized Commitments

- “An agreement that is not binding solely because the
Government representative who made it lacked the authority

to enter into that agreement on behalf or the Government.”
(FAR 1.602 -3(a))

- Authorized persons: Contracting Officer
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Doing Business with The U.S. Embassy

Other Important Issues

— Unauthorized Commitments

- Examples of Unauthorized Commitments:

— Aninvoice is received from a contractor but no purchase order or
contract exists

— Supplies/services ordered by someone not identified in a contract
or blanket purchase agreement

— Supplies/services outside the scope of the contract
— Contractor starts work before contract is issued/awarded by CO
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Doing Business with The U.S. Embassy

Other Important Issues

— Unauthorized Commitments

- Consequences — Delayed/No payment
— Help us prevent Unauthorized Commitments
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Doing Business with The U.S. Embassy

Other Important Issues

— Elements of a proper invoice:
- Date, vendor name and complete contact information
- Invoice number and Purchase Order number
- Tax ldentification Number
- List of goods and services rendered
- Unit and price totals
- Tax or discount, if any
- Vendor Signature
- Payment terms — net 30 for USG
- Full EFT information
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U.S. Embassy Sofia Procurement Team

Contracting Officers:

Paul Swider
Kevin Allen

Procurement Agents:
Mimi Mihova
Vessy Rafailova
Mira Artakova
Albena Krasteva
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Thank you!
Questions?




